“For our children’'s sake”

The law provides:
+ Flexible reporting for employers
¢ Morefinancial support for children
¢ Savingsfor taxpayers
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Montana New Hire Reporting Program
Post Office Box 8013
Helena, MT 59604-8013

Dear Employer:

In 1997, legislation was passed on both a national and state-wide level
which requiresall employersto report the hiring of new employees. The
New Hire Reporting Program allows employers to assist in the state’s
efforts to locate non-custodial parents using one of severa convenient
reporting methods. Child support staff then usetheinformationto collect
child support and reduce public assistance costs.

By joining forces, employers and the New Hire Reporting Program can
work together to reduce the burden on our state’ s taxpayers and provide
abetter life for our state's children.

The New Hire Reporting Program can reduce from months to days the
time it takesto locate the income source for someone who has moved to
anew job.

In addition, timely child support payments to families who are not
receiving public assistance can prevent dependence on welfare programs
in the future.

Included in this brochure is a list of responses to frequently asked
guestions about New Hire Reporting, reporting options and critical time
frames. Pleaseread and review thisguideasyour partinthechild support
enforcement processis crucial.

New Hire Reporting staff are available by telephone to answer any
further questions you may have.

Thank you for your support in making this program a success.

Sincerely, 'm

Y e

LonnieJ.Olson
Administrator, Child Support Enforcement Division
Montana Department of Public Health and Human Services

M&iﬁal\l TANA Working together

Department of Public Health & Human Services for the children of Montana




General

Thisguidewill provideyouandyour firmwithal theinformationandablank new
hirereporting formtocomply withMontana sNew HireReportingLaw. Thislaw
requiresevery Montanaempl oyer toreport aminimumamount of informationon
eachnew employeehiredor rehired onor after October 1, 1997. Eachemployer
will receiveablank New HireReportingfor mwiththisNewHireReporting
brochuretomakecopiesasneeded. | f youwould likeapr eprinted formwith
your employer infor mation, pleasecontact our new hir estaff.

Effective Date

October 1, 1997 - every employee hired, rehired or returning to work
after a separation on or after that date must be reported by the employer
to the New Hire Reporting Program.

What isrequired to bereported?

The information required to be reported applies only to employees hired
or rehired on or after October 1, 1997. You do not need to file any
information relating to employees hired before October 1st. Include:

Employer: Name Employee: Name
Address Address
Federal Employer Social Security #
| dentification Number Date of Hire

Optional Information

Although thisinformation isn’'t required, initial reporting may save the

need for another contact by the New Hire Reporting Program.
Employee: home phone number; date of birth
Employer: work phone number; fax number; state of hire; health
insurance availability

When arereports due?

Reports must be submitted within 20 days of the date the employee is
hired or rehired. If youwill befiling your new hirereports by electronic
media (see pages 11-13) using the “ Format for Electronic Reporting” ,
reports must be submitted not less than 12 nor more than 16 days apart.

Reporting Options

Telephone - Call the New Hire Reporting Program toll-free at 1-888-
866-0327. For the Helena area, and outside Montana, employers may
call 1-406-444-9290. Phones will be staffed between the hours of 8:00
am and 5:00 pm Monday through Friday except for state holidays. You
may call after hours and simply record your information.

Fax - You may fax a New Hire Report on a photocopy of the form
provided or fax a copy of the employee’s W-4 form by dialing 1-888-
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272-1990. For theHelenaarea, and outside M ontana, employerscanfax to
1-406-444-0745. Y ou will need to photocopy, as needed, the New Hire
Reportingformprovidedinthismailing.

Electronic Media - Employers may submit reports on diskette or CD
using the format outlined in the section entitled “Format for Electronic
Report” on pages11-13.

Internet - Employers may e-mail new hire reports viathe Internet.
E-mall: dbogle@state.mt.us
URL : www.discoveringmontana.com/revenue
Blank NHR Form: www.discoveringmontana.com/revenue. Go
todownloadableforms- New HireReporting Forms

Hard Copy - Employersmay mail copiesof theenclosed form, W-4formor
any other reporting form so long as it clearly delineates the requested
informationto:

Montana New Hire Reporting Program
P.O. Box 8013
Helena, MT 59604-8013

Regardless of the format used, please make certain all of the required
informationisincluded. Required W-4information islisted on pageoneunder
theheading “What isrequriedto bereported.” For employeeswithno Socia
Security number, reportsshould be held by theemployer until thenumberis
obtained. Incompletereportswill bereturnedtotheemployer for correction.

Acronyms:
CSE Child Support Enforcement
CSED Child Support Enforcement Division (state)

DHHS Department of Health and Human Services (federal)
DPHHS Department of Public Health and Human Services (state)

EDI Electronic Data Interchange

FEIN Federal Employer Identification Number
NDNH National Directory of New Hires

NHR New Hire Reporting

OCSE Office of Child Support Enforcement (federal)

PRWORA Persona Responsibility and Work Opportunity
Reconciliation Act of 1996

SDNH State Directory of New Hires

uIC Unemployment Claimant
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New Hire Reporting
AnswersToYour Questions

Thefedera government enactedwelfarereformlegidation called thePersona
Responsibility and Work Opportunity Reconciliation Act of 1996
(PRWORA), requiring al employerstoreport certaininformation ontheir
newly-hired employeestothe State New Hire Reporting (NHR) Program.

Beginning October 1, 1997, all Montana employers must report all
employees hired or rehired on or after October 1, 1997. The following
are answersto questions that are intended to help employers understand
and comply with NHR laws passed by the Montana L egislature.

General Issues

What isNew Hire Reporting?

NHR is a process by which you, as an employer, report information on
newly hired employeesto the state NHR Program within 20 daysafter the
date of hire. As an employer, you will play akey role in thisimportant
program by reporting all of your newly-hired employeeswithin 20 days
of the employee’ s date of hire or rehire.

What will be done with the New Hire Reporting information?

Theinformationisconfidential and may only beshared onalimited basis
with other agencies. Montana NHR Program will match new hire
information against the Montana Department of Public Health and
Human Services (DPHHS), Child Support Enforcement Division
(CSED) case recordsto locate parents, establish an order, or enforce an
existing order. Once these matches are completed, Montana will
transmit the NHR information to the National Directory of New Hires
(NDNH).

State agencies operating Employment Security and Workers
Compensation programs may also have access to Montana's NHR
information to detect and prevent erroneous or fraudulent benefit
payments. In addition, Montanacan conduct matches between the NHR
database and the public assistance and M edicaid agenciesfor the purpose
of determiningdigibility, continuedeigibility, or fraud.
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Why havea National Directory of New Hires?

Itisestimatedthat over 30 percent of child support casesinvolveparentswhodo
notliveinthesamestateasthe r children. By matchingthisNHR datawith child
support participantinformationat thenational level, thefederd Officeof Child
Support Enforcement (OCSE) will beabl eto ass s statesinl ocating parentswho
arelivinginother states. Uponreceipt of NHRinformation, CSED will beableto
takethenecessary sepstoestablish paternity, or childsupport ordersor toenforce
exidingorders.

What isthe expected outcome of thisNew Hire Reporting Program?

The federa Department of Health and Human Services (DHHS) has
estimated that a NHR Program will increase national child support
collections by $6.4 billion over the next ten years.

Prior to the passage of PRWORA, 26 states already had NHR. These
programs resulted in significant increases in child support collections,
reductions in welfare payments, and millions of dollars saved in
Medicaid, food stamps and unemployment insurance claims.

Why wasNew HireReporting part of thewelfarereform legislation?

A major focus of PRWORA is parents sharing the responsibility of
supporting their children. It contains strict work requirements for
custodial parents receiving public assistance and increases the
effectiveness of CSE programs by including the development of NHR
Programs in each state.

Won’t thisreporting process be a burden to employers?

The mgjority of the information you will be submitting is already being
collected when a new employee completes a W-4 form. Although the
reporting processisan additional requirement, the majority of employers
currently participating in state-established programsreport either “no” or
“minor” cost impacts to their operations. To ease the process, Montana
isworking on offering employersavariety of reporting methods, some of
whichare: 1-800 number to report new hires; 1-800 facsimile; Electronic
Datal nterchange (EDI); preprinted scanable M ontanaNHR form; disketteor
CD; 1stclass mailing or any other paper form submitted by anemployer.



Isn’t thisinfor mation availablethrough quarterly wager eporting?

Quarterly dataisoftenout of detebeforethe CSED receivestheinformation. There
canbeasmuchasasx monthlagbetweenthetimewhenthedataissubmittedand
whenitisavailabletoMontana SCSED. MontanaNHR datawill beavailable
within 20 daysof thedateof hire, whichisasgnificantly shorter time period.
Becausethedatawill bemorecurrent, non-custodid parentscanbel ocated more
quickly, allowing child support ordersto beestablished and/or enforced more

quickly.
How will New Hire Reporting benefit employers?

A direct benefit to employers is the reduction and prevention of
fraudulent unemployment and workers compensation payments.
Timely receipt of NHR data allows Montana and other states to cross-
match this data against their active unemployment claimant (UIC) files-
either stopping payments or recovering erroneous or fraudulent
payments.

Definitions

What is the definition of “employer” for New Hire Reporting
pur poses?

Federal legidation states that an “employer” for NHR purposes is the
same as for federal income tax purposes (as defined by Section 3401(d)
of the Internal Revenue Code of 1986) and includes any governmental
entity or labor organization. At a minimum, in any case where an
employer isrequiredto giveanindividual aW-2form, theemployer must
meet the NHR requirements.

What isthe “ date of hire’ considered to be?

The“dateof hire” isconsidered to bethefirst day servicesare performed
for wages by an individual.

If 1 lay off and then re-hirean employee, or an employeer etur nsafter
aleave of absence, do | need to send in another NHR?

If the employee returning to work is required to complete a new W-4
form, the employer must report the individual asaNew Hireto the State



Directory of New Hires (SDNH). If, however, the returning employee
had not been formally terminated or removed from payroll records, there
isnoneedtoreport that individual asaNew Hire.

Dol need to submit aNew Hire Report for independent contractors
and subcontractor s performing services for me?

Y ou must first make the determination of whether or not an employer/
employee relationship exists. If thework being performed isbased on a
contract rather than an employer/employee relationship, you are not
required to report. In such a circumstance, the contractor is responsible
for reporting his’her employees.

Asatemporary employment agency, must wereport asa New Hire
each individual placed by our agency?

If your agency ispaying wagestotheindividual, you must submitaNHR.
The individual needs to be reported only once, except when there is a
break in service from your agency and anew W-4 form is required.

If your agency simply refers individuals for employment and does not
pay salaries, NHRisnot necessary. However, the employer who actually
hires and pays the individual, whether on a part-time or full-time basis,
will be required to report the New Hire information.

Arelabor organizationsand hiringhallsrequired toreport members
under the New Hire Reporting Program?

Labor organizations and hiring halls must report their own employees,
that is, individualswho work directly for the labor organization or hiring
hall. Aswith atemporary employment agency, if the labor organization
or hiring hall smply refersindividualsfor employment, aNHR does not
need to be filed.

Administrative

When are states required to establish their New Hire Reporting
Programs?

By October 1, 1997, all stateswere required to establish NHR Programs.
26 states had some form of NHR and those states had until October 1,
1998 to make all aspects of their program conform with the minimum
federal requirements of PRWORA.
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How soon must | submit areport after hiring someone?

Both federal and Montana laws mandate that New Hires be reported
within 20 days of the date of hire.

What form do | useto send in my New Hire Reports?

Montana has developed an optional NHR form for employers to use.
Thisformwill bein addition to the federal W-4 form. The form must be
completed by theemployer and thisemployer informationwill only needtobe
updated by theemployer if something haschanged (e.g. addresscorrection,
Federal Employer | dentification Number (FEIN) change). TheNHRformhas
threesections: employer informati on; empl oyeeinformation; and optional
employeeinformation. NHR can aso bemadeontheW-4formor, at your
option, anequivalent form devel oped by you.

What must bereported on each New Hire Report?

Each New Hire Report must contain the following information:
- Employee name

Employee residential and mailing address

Employee Social Security number

Employee date of hire

Employer name, address and FEIN

Although optional, Montana is requesting the following additional
information:

- Employee home phone number
Is medical insurance available to the employee’s dependent
children? Y or N
If medical insurance is available, what date is it available?
Employee’ s date of birth
Employer phone number
Employer’s State ID number
State of hire

Dol need todoaNew Hire Report on a newly hired individual who
quits before the New Hire Report isdue?

Yes. Because the employer/employee relationship existed and wages
were earned, a NHR must be submitted. Even though the employment
period was short, the reported information may be the key to locating a
non-custodial parent.
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Whereand how dol send theinfor mation?

NHRswill besenttothe State Directory of New Hires. Federal lawidentifies
threemethodsfor submitting New Hireinformation: 1st classmail, magnetic
tapes, or eectronically. For employer convenience, statesmay offer additional
optionssuchasfax and | nternet transmiss ons. M ontanahasestablished severa
reporting options(see pages1 and 2) that employerswill beableto use.

Federal employers must report New Hire data directly to the National
Directory of New Hires.

Are there different reporting time frames for employers who will
submit New HireReportselectronically? What recor d layout should
| use?

If you are an employer who is sending reports in by diskette or CD, two
monthly transmissionsmust bemadewhicharenot lessthan 12 nor morethan
16daysapart. Pleaserefer tothesection entitled Format for Electronic Report
on pages 11-13.

How will the New Hire data be safeguarded onceit is submitted?

Security and privacy of NHR dataareimportant issuesfor al thoseinvolved
in the implementation of this nationwide program. Federa law requiresal
states to establish safeguards for confidentia information handled by the
state agency. All Montana NHR data will be transmitted over secure and
dedicated linestotheNDNH. Federd law also requiresthat the Secretary of
DHHS egtablish and implement safeguards to protect the integrity and
security of information in the NDNH and to restrict accessto and use of the
information to authorized persons and purposes.

Aretherepenaltiesfor employerswho do not report New Hires?

States were given the option of imposing civil monetary penalties for
noncompliance. Montana has no penalties for employers who do not
report New Hires. Even though Montana does not have penalties, all
employers are encouraged to report all New Hiresto the NHR Program
within 20 days of the employee’s date of hire.



Multistate Employer |ssues

| am amultistateemployer; dol havetoreport to each statein which
| have employees?

Anemployer who hasemployeesin two or more statesand who transmits
reportselectronically may comply with the section by designating one of
the states in which there is an employee and transmit the NHR to that
state. See “Format for Electronic Reporting” on pages 11-13. A
multistate employer who elects to report to only one state shall give
written notice to the Secretary of the federal Department of Health and
Human Services (DHHS) of the state to which theemployer will transmit
NHRs. When submitting written notification to the Secretary of the
federal DHHS, the employer should include the following information:

- Federal Employer Identification Number (FEIN)

- Employer’ s name, address, telephone number related to the FEIN
- State selected for reporting purposes

- Other states in which your company has employees

- Corporate point of contact

Please mail all multistate employer information to:

Department of Health and Human Services
Office of Child Support Enforcement
Multistate Employer Registration

P.O. Box 509

Randallstown, MD 21133

How will statesin which | have employeeswor king know that | have
selected another state for my New Hire Reporting?

The NDNH will maintain a list of multistate employers and their
designated report locations. Thislist will be made availableto all states.

What if I have mor e questions?

If you have more questions please call the Montana New Hire Reporting
Program toll free at 1-888-866-0327. For the Helena area, and outside
Montana, employers may call 1-406-444-9290. Phones will be staffed
between the hours of 8:00 am and 5:00 pm Monday through Friday
except for state holidays.



Thank you

All of usinthechild support enforcement community thank youfor helpingto
build the strong partnership that existstoday between employersand child
support programsacrossthecountry. Thereal beneficiariesare, of course, the
millionsof childrenwhoselivesaremademoresecurebecausetheir parentsare
paying child support throughwagewithholding. TheNHR Programisessentia
tothiseffort and, together withwagewithhol ding, should resultinmillionsof
increased support dollarsfor children. Y our cooperation makesadifference
inchildren’ slives, and wethank you againfor your commitment.
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Format for Electronic Reporting

This page presentsthe submission requirementsfor those employerswho
submit formselectronically. It also delineatesthe minimum required for
submissionusingeither hard copy or e ectronic medium. Notethat employers
whowishtosubmit reportsel ectronically may contact theNew HireReporting
Program at 1-888-866-0327, for the Helena area, and outside Montana,
employersmay call 1-406-444-9290 to obtain additional information about
format.

Diskette: Reports submitted on diskette must bein ASCII listing format.
Inaddition, an external |abel must be affixed to the disketteindicating the
employer’s name and Federal EIN.

CD: Reports submitted on CD must bein ASCII listing format. Include
employer’ snameand FEIN onthe CD cover andwrite(with CD marker pen)
FEIN and NHR onthe CD

The 9 sinthedataformat represent character data. All datashould bein
character format, left justified and blank filled.

The two character state code must adhere to the United States Postal
Services acceptable abbreviations for U.S. states and territories
(example: Montana = MT).

*  The Foreign Address and Foreign Postal Code are only required if
the employer or employee have foreign addresses.

** The changed Employer Address Flag and Changed Employer
Addressfields are only required when the employer wantsto report
achange in address.

*** The Employee Residential Address field requirements are only
applicableif the employee hasan address different from themailing
address.

Columns Data Required

Start End Length Format Entry
Header Record Layout
Record Type 1 1 1 1=Header Record Yes
Employer Process Date 2 9 8 YYYYMMDD Yes
Record Count 10 18 9 Yes
Filler 19 868 850 Yes
Data Record Layout 1 868 868 Yes
Record Type 1 1 1 2=DataRecord Yes
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Format for Electronic Reporting Continued

EMPLOYERINFORMATION

BusinessName

Federal ID Number (FEIN)
State ID Number
AddressLinel
AddressLine2

City

State

Zip

Zip+4

Foreign Country Name

Foreign Country Postal Code203

Contact Name

V oice Phone Number

V oice Phone Extension

Facsimile Number

Changed Address Flag

Changed AddressLine 1

Changed Address Line 2

Changed Address City

Changed Address State

Changed Address Zip

Changed Address Zip+4

Changed Address Foreign
Country

Changed Address Foreign
Postal Code

Columns
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Columns

Start End Length
2 4 40
42 50 9
51 56 6
57 96 40
97 136 40
137 161 25
162 163 2
164 168 5
169 172 4
173 202 30
217 15

218 257 40
258 267 10
268 272 5
273 282 10
283 283 1
284 323 40
324 363 40
364 388 25
389 390 2
391 395 5
396 399 4
400 429 30
430 444 15

Data Required
Format Entry
Yes
999999999 Yes
999999 Yes
Yes
No
Yes
Yes
99999 Yes
9999 No
*Yes
*Yes
No
9999999999 No
99999 No

9999999999 No
Y orBlank  **Yes
**Yes
* % NO
**Yes
**YeS
**Yes
* % NO

99999
9999

*Yes

*Yes



Format for Electronic Reporting Continued

Columns
Stat End Length

EMPLOYEE INFORMATION
Date of Hire 445 452 8
SSN 453 461 9
Last Name 462 481 20
First Name 482 501 20
Middle Initia 502 502 1
Mailing AddressLine 1 503 542 40
Mailing AddressLine 2 543 582 40
Mailing Address City 583 607 25
Mailing Address State 608 609 2
Mailing Address Zip 610 614 5
Mailing Address Zip+4 615 618 4
Mailing Address Foreign

Country 619 648 30
Mailing Address Foreign

Postal Code 649 663 15
Residential AddressLinel 664 703 40
Residential AddressLine2 704 743 40
Residential AddressCity 744 768 25
Residential AddressState 769 770 2
Residential Address Zip 771 775 5
Residential Address Zipt4 776 779 4
Residential Address Foreign

Country 780 809 30
Residential Address Foreign

Postal Code 810 824 15
Home Phone Number 825 834 10
Work Phone Number 835 844 10
Work Phone Extension 845 849 5
Date of Birth 850 857 8
State of Hire 858 859 2
Health Insurance Available

Indicator 860 860 1
Health Insurance Available

Date 861 868 8

13-

Data
Format

Required
Entry

YYYYMMDD
999999999

Yes
Yes
Yes
Yes
No
Yes
No
Yes
Yes
99999 Yes
9999 No

*Yes

*Yes

***Yes

No

Yes

Yes

99999 Yes
9999 No

*Yes

*Yes

9999999999 No
999999999 No
99999 No
YYYYMMDD No
No

Y or Blank No

YYYYMMDD No
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Alternative accessible formats of this document will be provided upon
request. Persons who need an alternative format of this document should
contact NHR Program, Department of Revenue,telephone: (406) 444-9290.
For those with a TDD, relay service is available by dialing (406) 444-2830.

4,000 copies of this public document were published at an estimated

cost of 21¢ per copy, for a total cost of $840.00, which includes
$840.00 for printing and $0.00 for distribution.




